OPERATIONAL SERVICES DIVISION

Job Aid:

Access Purchase Orders and Change Orders for Sellers

This Job Aid shows how to:

e Access Purchase Orders (POs)
e Access Change Orders

Of Special Note:

Purchase orders and change order are sent to Vendor through COMMBUYS. These documents require review and

fulfilment, based on the buyer’s request.

PO Types:
- Sent to Vendor: PO awarded and sent to the Vendor

- Partial Receipt: A portion of the ordered goods/services are received by Buyer

- Complete Receipt: All of the ordered goods/services are received

- Closed: A Purchase Order that is fully received and Final Paid by agency user

Screenshot Directions

T Launch e COMMELIYS website by

entering the URL

C@M M BUYS https://www.commbuys.com/bso/ into the
Browser.

OPERATIONAL SERVICES DIVISION

COMMBUYS is the only official procurement record system for the Commonwealth of

Massachusstis’ Executive Departments. COMMBUYS affers frae ntarnet based aceess to all Login using your Login ID and password

public procurement information posted here in order to promote transparency, increase
competition, and achieve best value for Massachusetts taxpayers.

COMMBUYS INFORMATION:

For more information on COMMBUY'S please visit the COMMBUY'S support pages.
Training and Registration for Purchasers

Training and Reagistration for Sellers

Job Aids for Purchasers

Job Aids for Sellers

If you hawe any questions or concerns contact the COMMBUY'S Help Desk at
COMMBUY S@@state ma.us or ring us during normal business hours (SAM — SPM Monday —
Friday) at 1-888-627-8283 or 617-720-3197

—-— Register
Register here to begin using COMMBUYS.
“endors, please read this disclaimer prior to registering
— Complete Reaistration
Complete registration here to begin using COMMBUY'S.
“endors, please read this disclaimer prior to completing registration.

N Open Bids

Browse open bid opportunities.
— Active Contracts

Browse active Contracts/Blankets.
-— Contract & Bid Search

Search for Bids and active Contracts/Blankets.

N Registered Vendor Search
Search for registered vendors.

Forgot your password?
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OPERATIONAL SERVICES DIVISION
Job Aid:
Access Purchase Orders and Change Orders for Sellers

Screenshot Directions

2. This image displays the home page of a
COMMBUYS

—— OPERATIONAL SERVICES DIVISION ——

UNSPSCCode Browse | My Account | Customer Service | About

Home | POs v | Bids v ‘ Contracks ‘ Quotes v |

Home - Welcome Back Seller Seller
m\ Vendor Communication(d) Bids{9808) PO(4) Quotes(2) Vendor Performance{0)

No News Available

Copyright & 2014 Periscope Holdings, Inc. - Al Rights Reserved

3. One option to find a purchase order is to
hover your mouse over the POs tab on the
navigation bar.

UNSPSC Code Browse | My Account |

K Bids v | Contract Select Sent to Vendor.

Sent to Vendor

Partial Receipt Ah\r
Complete Receipt
Closed

4. This Purchase Order screen allows you to
find all the documents sent to you by the

Purchase Orders - Sent Commonwealth.

| Direct Open Market{0) Open Market{1) Master Blanket(2) Contract(0)

No records found.

Copyright & 2014 Periscope Heldings, Inc. - All Rights Reserved.

5. Select the tab(s) which display numbers in
parentheses (), this indicates how many
purchase orders falln this category.
Release(0)  Direct Open Marketl0) [0 - il Master Blanketi2) Contract(0)
For this example, we have selected Open
Purchase Order# | Organization | Purchase rder Dte | Fiscal Year Description Vendor N | Total | Number of Change Orders Blanket, which is a onetime purchase order
PO-15-1080-1080C- | Cperational 091112014 2015 | Purchase for Vendor TOMVendor2{ | $50.00 Mone Sent tO yOU from a buyer_

1080L-00000001474 Senices
Division

- : Click the hyperlinked Purchase Order # of the
PO you wish o 0pen to view the details.

Copyright © 2014 Periscope Holdings, Inc. - All Rights Reserved.
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Home - Welcome Back Seller Seller
News{t]  Vendor Comamuricationtl) mm|mmm Wendor Perfomancell)

OPERATIONAL SERVICES DIVISION

Job Aid:

Access Purchase Orders and Change Orders for Sellers
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Purchase Orders | Change Orders (Un Acknowedged)

Parchase Onder & Organizion | Purchase Oder Date | Fsca Year Descigion ‘ Status Vendor Kame ‘ Tolal | Wanber of Change Orders:

POABADBDADBOCOBN. | OperonalSenvees | OSRDN4 2015 s P55t TOMendor?t | $430.00 Hene
Q00000076 Dveion

Purchase Orders - Sent

Purchase Order # Organizafon | Purhase Order Date | Fiscal Year Descigion ‘ Stas Vendor Kame ‘ Tolal | Wuanber of Change Orders:

POASAMSOAONCAOR0L. | OperaforalSemices | DS1RDN4 2015 | s 5.5 TOMVendor?1 | $430.00 Hore
B0000001476 Diision

POSUS0IONCHOR0L. | OpersoralSenvices | OB1IDI4 215 | Pushase for Vendor P35t TOMendor?1 | S50.00 Hare
BOO0000TE Diisin

POSAMSDYSIDYSH. | DepartmentofVouh | DBOSDI4 2015 | D Mig Example 8-Sl TOMVendor21 | $000 Hane
H000000TY s

Copyigh 2014 erscops Holdngs, e A it Ressnee.

Directions

6. Another way to find a PO is to select the
PO tab on your control center.

This will display all Purchase Orders /
Change Orders for the Vendor, all Un
Acknowledged as well as purchase orders
already sent (acknowledged) by the Vendor
may exist.

The top section, Purchase Orders / Change
Orders displays all POs your organization has
been awarded by Commonwealth buyers.

*If you elect to receive notification of purchase
orders by paper mail, the numbers in the
Purchase Orders (un-acknowledged) and
Purchase Orders (sent) screen will
correspond to a paper copy of a purchase
order you have received by mail.

Note: This is not an additional purchase order
to be filled, merely the electronic version of
the paper purchase order that was mailed to
you.

lome - Welcome Back Seller Seller

News(0]  Vendor Communication{0) Bids/s808) [[EA]| Guotes(z) Vendor Performance(o)

(Change Orders Pending My Approval

Purchase Order # Change Order#  Purchase Order Date

PO-15-1080-1080C-1080L-00000004 476: 1 1

Deseription Purchaser

DeptiLoc Total

0a/112014 PFurchase OSDO1OSDEP  Buyer Buyer  $12.00000

Purchase Orders / Change Orders (Un-Acknowledged)

Purchase Order # Organization Purchase Order Date Fiscal Year Description Status  Vendor Name Total  Number of Change Orders
PO-15-1080-  Operstional Do v2014 2015 Test 3PS-  TOMVendor2{  38.240.00 None
1080C-1080L- Services Sent
00000001476:2  Division
P0O-15-1080-  Operafional Da/1v2014 2015 Purchase 3PS-  TOMVendor2{ $12,000.00 None
4080C-1080L- Services Sent
00000001476:1  Division

Purchase Orders - Sent

00000001476:

PO-15-1080-
1080C-1080L-
00000001476: 1

PO-15-1080-
1080C-1080L-
00000001476

PO-15-1080-
1080C-1080L-
00000001474

PO-15-1035-
DYS01-DYS01-
00000001471

Organization Purchase Order Date  Fiscal Year

Operafional
Senvices
Division

Operstional
Sarvices
Division

Operafional
Senvices
Division

Operstional
Sarvices
Division

Dzpartment
of Youth
Sanvices

0a/112014

0112014

0a/112014

0112014

0a/0ar2014

Description
2015 Test

2015 Purchase

015 testpo2

2015 Purchas for Vendor

2015 Dats Mig Example

Status  Vendor Name

Ps-
Sent

Ps-
Sent

Ps-
Sent

Ps-
Sent

Ps-
Sent

TOMVendor21

TOMVendor2{

TOMVendor21

TOMVendor2{

TOMVendor21

Total  Number of Change Orders
50.240.00 None
$12,000.00 None
343500 1
$E0.00 None
30.00 None

Capyright @ 2014 Periscope Holdings, Inc. - All Rights Reserved.

7. Displayed are the Un-Acknowledged POs,
which require acknowledgement and review.

Click the hyperlinked Purchase Order # of
the PO you wish to open to view the details.

Last Revised: 2014-11-25
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OPERATIONAL SERVICES DIVISION

Job Aid:

Access Purchase Orders and Change Orders for Sellers

Screenshot Directions

Download Acknowledgement

| am acknowledging receipt of this purchase order.

Notify requestor of receipt of this purchase order.

8. Receipt of the purchase order must be
acknowledged before viewing the details. To
acknowledge the purchase order:

e Check the box marked “I'm
acknowledging receipt of this purchase
order”. If you are not acknowledging
receipt, leave the box unchecked.

e Check the box marked “Notify requestor
of receipt of the order” if you want an
email to be sent to the document
requestor. If you do not want to send the
notification, leave the box unchecked.

Click Proceed to view the purchase order.

Release Purchase Order PO-15-1080-1080C-1080L-00000001476:2
General ltems  Attachments Notes Change Orders Subcontractors [Eeuerd|

Header Information

Purchase Order PO-15-1080-1020C-1080L-00000001476  Release 2 Short Test
Number: Number: Description:
Status: 3PS - Sent Purchaser: Buyar Buysr Receipt Quantty
Method:

Fiscal Year: 015 PO Type: Release Minor Status:
Department: 1080CONVD - Defaut Data Conversion Location: 1080L - Default Data Conversion  Type Code:

Depariment Laeation
Alternate Dz RPAIZ Entered Date: 02/11/2014 D5:21:20FM Control Code:
Days ARO: 0 Retainage %: 000%
Required By Date: Promised

Date:

Contact Instructions:  Contsct Buysr Buyer st (817)432-5054 Tax Rate: Actual Cost: ~ 38.24000
Ship-to Address: One Ashiburton Place, Room 1017 Bill-to One Ashiburton Place, Room 1017

Boston, MA 02108 Address: Soston, MA 02108

: us

us
Ermail: test@geperiscope.com Email: test@geperiscope.com

E
:

Agency Files:
Agency Forms:
Vendor Files:
Vendor Forms:
PO Terms

Preferred Delivery Emall
Method:

Remit-to Address:

George Smith
One Msin Street
Boston. MA 02108
us

Payment Shipping
Terms: Method:

Emsil: richelie. waterman@state.ma.us Sh\l]pl!‘ll]

Fhone: (555)555-6555 Terms:
PO Mailing Address:  Gearge Smith

One Main Street

Boston, MA 02108

us

Freight Terms:

Emsil: richelie. waterman@state.ma.us
Fhone: (555)555-5555

Payments
There are no payments.
Item Information

Item Print Blanket Item Total
#  Sequence iContract # Deseription Cost
iLine #
‘Quantity Minimum Catalog Price/ Net uom Total Tax Tax Freight
Order Unit Cost Unit Discount Rate Amount
Quantity Cost Amt.
8510 - 00 ) Testitem
1 08.0 00 $30.00 $30.00 EA-Each 50.00 $0.00 s000

Exit 1 Print
Capyright ® 2014 Feriscope Heldings, Inc. - All Rights Resarved.

9. The Summary Tab displays all relevant

information for the Purchase Order; it is the
overall view for a Vendor to place a correct
order within their internal system.

The PO will be displayed with the number
prominently displayed in the upper left hand
corner of the document.

This purchase order detail page shows the
customer’s billing and shipping information, as
well as a list of the products they ordered.

Last Revised: 2014-11-25
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OPERATIONAL SERVICES DIVISION

Job Aid:

Access Purchase Orders and Change Orders for Sellers

Screenshot Directions

Home - Welcome Back Seller Seller
News(0) Vendor Communicatons) BidsS60e) [[T)] Guotesz) Vendor erformancet)

Change Orders Pending My Approval

Purchase Order # Change Order#  Purchase Order Date

PO-15-1080-1080C-1080L-0000000476: 1 1

Purchaser  Tofal

Deseription DeptiLoc

DAt Purchase OSD0VOSDEF  Buyer Buyer  $12.00000

Purchase Orders / Change Orders (Un-Acknowiedged)

Purchase Order# Organization Purchase Order Date Fiscal Year Description Status  VendorMame  Totdl  Numberof Change Orders
PO-15-1080-  Operational etz 015 Test P35 TOMVendord! 50.240.00 Hong
1030C1080L-  Senvicss Sent

00000001476:2  Division

PO-15-1080-  Operafional arti2014 015 Purchase 3PS TOMVendor2! $12000.00 Hong
1030C1080L-  Senvicss Sent

00000001476: 1 Division

10. When a PO is changed, natification is in
the form of a Change Order.

Change order notifications are sent to the
primary email address associated with the
organization’s profile but not to individual
users in your organization.

Change Orders are found under the document
tab for which they apply. In this example the
change order falls under the PO tab, because
the change order was created on a PO sent to
the organization.

Home - Welcome Back Seller Seller

News(i) Vendor Communicaion) Bisots) [T Guoesz) VendorPertomancet

Change Orders Pending My Approval

Purchase Order #

Change Order# | Purchase Order Date Descripfion DeptlLoc Purchaser

QSDOIOSDEP | Buyer Buyer | $12,00000

PO-45-1080-4080C-1080L 00000001476 § 1 010 | Purchass

11. Access Change Orders exactly the same
way as the PO. They are visible on the PO
document in the Change Orders section.

Click the hyperlinked Purchase Order # of the
change order to open and view the change.

Change Order (Ready for Approval) - Release Purchase Order P0-15-1080-1080C-1080L-00000001476:1

Change Order Disclaimer

To view and take approval acfion on the change order, click Confinue,

12. A disclaimer message will appear.

Click Continue to move to the approval page.

Change Order (Ready for Approval) - Release Purchase Order PO-15-1080-1080C-1080L-00000001476:1

Comment for the whele change order:

Headerlitem Changes

Modified Field Item # Description User Updated Date Updated

Quantity Quantity changed from "30.00000" to "40.0" Buyer Buyer

Approval Actions

Options Appmve @ Disapprove Change Order

09/11/2014 05:17:01 PM

Comment

‘ Cancel and Exit H Save & Continue ‘

Copyright & 2014 Periscope Holdings, Inc. - &Il Rights Reserved.

13. In this circumstance, the buyer requested
the Vendor approve the change order. The
approve radio button will be selected as a
default.

Click Save & Continue to approve or
disapprove the change order request.

Last Revised: 2014-11-25 5

Access PO & Change Orders for Sellers




OPERATIONAL SERVICES DIVISION

Job Aid:
Access Purchase Orders and Change Orders for Sellers

Screenshot Directions

14. A popup message will display to confirm,
you are approving the change order.

Are you sure you want to approve this change order?

| 0K H Cancel |

jome - Welcome Back Seller Seller 15. After the buyer applies the change order,
the change order will appear as a purchase
order.

‘

News(0) Vendor Communication0)  Bis(3608) [[TG]| Quotes(z) Vendor Perfomanceo)

Purchase Orders [ Change Orders (Un-Acknowledged)

Click the Purchase Order # to open the PO.

Purchase Order # | Organization | Purchase Order Date | Fiscal Year Description Status | Vendor Name Total | Number of Change Orders
PO-154080- | Operational 0911172014 2015 | Purchase 3PS- | TOMVendor2{ | §12,000.00 None
1080C-1080L- | Services Sent

00000001476:1 |  Division

Purchase Orders - Sent

Purchase Order # | Organization | Purchase Order Date | Fiscal Year Description Status | Vendor Name Total Number of Change Orders.
P0-15-1080- | Operational 09112014 2015 | Test 3PS- | TOMVendor2d | 59,240.00 Nong
1080C-1080L- | Services Sent
00000001476:2 |  Division
P0-15-1080- | Operational 09112014 2015 | Purchase 3PS- | TOMVendor2d | 512,000.00 Nong
1080C-1080L- | Services Sent
00000001476:1 |  Division
P0-15-1080- | Operational 09112014 2015 | testpo2 3PS- | TOMVendor2d |  $435.00 1
1080C-1080L- | Services Sent
00000001476 |  Division
PO-15-1080- | Operafional 091172014 2015 | Purchase for Vendor 3PS - | TOMVendor2 $50.00 None
1080C-1080L- | Services Sent
00000001474 Division
PO-15-1035- | Department 09/0812014 2015 | Data Mig Example IPS- | TOMVendor2 000 Mone
DYSO1-DYSO- | of Youth Sent

00000004474 | Services

Carwrinkt 2 714 Parierans Holdinne_Ine__ 41l Rinhte Racanisd

16. In order to process the purchase order or
change order, you must again Acknowledge
the receipt of the PO/change order.

Download Acknowledgement

|am acknowIedging receipt of this purchase order andior ts change order(s). Check the first box, and click Proceed to
Notify requestor of receipt of this purchaze order andlor its change order(s) aCknOWIedge'

To acknowledge the purchase order / change
order, check both boxes and click Proceed.

)]

Last Revised: 2014-11-25 Access PO & Change Orders for Sellers
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Job Aid:
Access Purchase Orders and Change Orders for Sellers

Screenshot Directions

Master Blanket Purchase Order PO-16-1080-1080C-1080L-00000001476 17. The PO will open to the Summary tab.

General ltems Attachments Notes Change Orders(1) Subcontractors m|

Header Information

Review all information on the Purchase Order.

Purchase Order Number:  PO-15-1080-1080C-1080L- Release Number: 0 Short tesipo2
00000001476 Description:
Status: 3PS - Sent Purchaser: Buyer Buyer Receipt Method: ~ Quantity H .
Fiocol Year PO Type: et Mo St In this example the PO is a Master Blanket
Dopartmont: 05001 - Operson Serves Bivsn. Locatlon: OSDEP - Corgress St Type Coda: Purchase Order, which is a contract.
Alternate ID: Entered Date: gﬁﬂml?ﬂﬁ 035926 Control Code:
Days ARO: 0 Retainage %: 0.00% Discount %: 0.00%
Catalog ID: Release Type: Standard Release
Contact Instructions: Tax Rate: Actual Cost: $435.00
Agency Files:
Agency Forms:
Vendor Files:
Vendor Forms:

Preferred Delivery Email
Method:
Payment Terms: Shipping
Method:
Shipping Terms: Freight Terms:
Master Blanket/Contract Vendor Distributor List
‘ Vendor Name | Preferrsd Delivery Method |
[0 B |

Change Orders

Change Order # ‘ Change Order Note | Change Order Date Bilateral Change Order

|
| 1 [item 3 1. tem 3 acides. | 0971112014 05:04:54 P | Ho

Master Blanket/Contract Controls

Master Blanket/Contract Begin Date: 097112014 Master Blanket/Contract End Date: 0973012014

Item Information

Item Print. Item Total
#

Sequence Description Cost
Quantity Unit Net vom Total Tax Tax
Cost Unit Discount Rate Amount
Cast Amt.

(9510 - 00) Testitem

1 10 $30.00
1.0‘ swuu| WW‘EArEauh | sn.oc‘ ‘ s0.00
(90-15 - 00) Testservice
2 20 $400.00
1.u‘ wmuu| WW‘EAVEIM | sn.oo‘ ‘ 50.00
(5121 - 00) TestChange Order
3 30 55.00
- m‘ ssun| SSDO‘EA-Ead\ | snnu‘ ‘ 0.0

——

Copyright @ 2014 Periscope Holdings, Inc. - All Rights Reserved
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